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TITLES  AND  SUBJECTS 


A 

Accelerating  for  Victory,  Marie  M.  Stevrart,  801 
Achievement  Tests  In, 

American  Business  Law,  R.  Robert  Rosenberg, 

120,  223,  307,  408,  595 
Installment  Buying  and  Social  Security, 

R.  Robert  Rosenberg,  778 
Acquiring  Consistency  and  Dependability,  James 
L.  Mursell,  1 

Adequate  Training  Necessary,  740 
Administration,  Some  Problems  of  Supervision,  61 
Adventures  In  Social-Business  Education,  Lloyd 
L.  Jones,  236,  764 

American  Way,  The,  Charles  G.  Relgner,  56 
Announcing  a  New  Typing  Test  Service,  Florence 
Elaine  Ulrich,  926 

Application  Letter  Should  Be  a  "Best  Seller,"  An, 
Carlotta  V.  Cunning,  446 
Are  We  Neglecting  the  Study  of  the  Credit  Union? 

Sister  Marie  Frances,  254 
Arithmetic  of  the  Federal  Social  Security  Act, 

The,  685  .  • 

Army  Clerical  Requirements,  52 

Army,  Education  In  the  Canadian,  162 

As  Consumer  Education  Grows  Up,  S.  J.  Turllle, 

788 

Audio-Visual  Aids  for  Business  Education,  Law¬ 
rence  Van  Horn,  74,  178,  278,  453,  555, 

641,  744,  927 

Awards  Department,  36,  40,  105,  117,  145,  254, 
299,  330,  420,  518,  588 

B 

B.E.W.  Annual  Bookkeeping  Contest  Project,  518 
B.E.W.  Awards  Service,  36,  145,  254,  330,  347, 
367,  420,  518,  588,  809 

B.E.W.  Bookkeeping  Projects,  Milton  Briggs,  40, 
116,  226,  304,  406,  589,  682,  774 
B.E.W.  Bulletin  Board,  The,  73,  269,  557 
B.E.W.  Circulation  Department  Report,  721 
B.E.W.  Directory  of  Fraternities  In  Education, 
Harlan  W.  Speelman,  435,  551,  628,  715, 

916 

B.E.W.  Transcription  Projects,  38,  146,  248,  348, 
430,  532,  630,  706,  810,  899 
Bank,  Our  Pupils  Run  a,  315 

Basic  Library  List  for  the  Commercial  Department, 
A,  Margie  L.  Brown,  77,  185 
Basic  Source  Materials,  272,  366,  456,  652 
Book  Reviews,  75,  183,  270,  365,  455,  560,  650, 
741,  834,  928 
Bookkeeping, 

B.E.W.  Contest  Announcement,  420,  632 
B.E.W.  Projects,  40,  116,  226,  304,  406,  589, 
682,  774 

Business  Corporation  In  a  High  School,  A,  414 
Code  Problem,  P.  0.  Selby,  587;  Answer,  640 


Bookkeeping  (Continued) 

Counting  House,  The,  115,  216,  302,  404,  494, 
586,  680,  772,  882 

Financial  Statements,  What  They  Mean,  218 

How  We  Handle  School  Funds,  781 

HdW  We  Use  the  B.E.W.  Projects,  118 

Lesson  on  Notes  Receivable,  A,  26 

Our  Pupils  Run  a  Bank,  315 

Principles,  Why  Not  Teach  Application  of,  593 

Project  Entry  Form,  Style  for,  594 

Recordings  for,  474 

Teaching  Device,  Clifford  L.  Fagan,  732 
Teaching  Honor  Classes  In,  411 
Teaching  the  Classified  Statement  of  Profit 
and  Loss,  690 

Test  on  Account  Characteristics,  A,  496 
Variable  Assignment  In,  313 
We  Cut  the  Learning  Time  In  Half,  310 
Boston  Better  Business  Bureau,  740 
Boys  Town  Offers  Business  Training,  Goldina  M. 
Fisher,  325 

Bulletin  Boards,  72,  269,  557,  722 
Business  Corporation  In  a  High  School,  A,  George 
0.  Story,  414 

Business  Correspondence  (See  Business  Letter 
Writing) 

Business  Education  In  War  Time,  672 
"Business  Efficiency,"  Eugene  J.  Jalbert,  510 
Business  Experience,  What  Teachers  Think  of,  484 
Business  Humor  from  By-Gone  Days,  The  Cyclopae¬ 
dia  of  Commercial  Anecdotes,  240 
Business  Law, 

Achievement  Tests  in  Amerlctin,  120,  223,  307, 
408,  595 

Take  Your  Law  Class  to  Court,  54,  126,  228, 
497,  591,  689 

Teaching  During  Wartime,  885 
Vocational  Value  of,  784 
Business  Letter  Writing, 

B.E.W.  Project,  105,  299 
Pupils  Solve  Their  Own  Problems,  69 
Business  Mathematics, 

Counting  House,  The,  115,  216,  302,  404 
Introducing  the  Installment  Buying  Formula, 
691 

Unit  Organization  In,  123 
Business  Oddities,  Simpson  M.  Ritter,  548,  563 
Business  Teachers  and  Public  Relations,  Virginia 
Weiss,  879 

Business  Teachers,  Training  of,  757 
Business  Terms,  Frequency  of  Occurrence,  666 
Business  Training,  Boys  Town  Offers,  325 

C 

Cape  Cod  Secretarial  School,  730 
Case  of  the  Sleeping  Dog,  The,  376 
Challenge  to  Business  Educators  In  Today's 
Crisis,  Hamden  L.  Forkner,  467 


Charting  the  Development  of  Typewriting  Skill, 
Maye  Hylton,  897 

Check  List  of  Educational  "Priorities,"  808 
Civil  Service, 

Comnerclal  Club,  909 
Federal  Service  Training,  287 
Information,  266 

In-Service  Training  Programs,  869 
Standards  Restored,  816 
Telephoning  for  Uncle  Sam,  385 
Wanted:  Stenographers,  577 
Civilian  Training,  861 
Clerical  Training,  849 
Clerks'  School  at  Camp  Berkeley,  800 
Colleges  Publish  Duplicated  Papers,  Too,  Dorothy 
M.  Johnson,  388 

Collegiate  Credit  for  Secretarial  Subjects, 

Thomas  E.  Dom,  Jr. ,  054 
Comments  on  a  Classroom  Visit,  Harold  H.  Smith, 
155 

Coimnerclal  Anecdotes,  240 

Conmierclal  Clubs,  Archibald  Alan  Bowie,  175, 

723,  909 

Comnerclal  Courses  In  the  Army,  David  J.  Kappel, 
804 

Commercial  Education  on  the  Air,  Dorothy  n. 

Johnson,  49,  159,  250,  400,  524,  760 
Coraaerclal  Law  (See  Business  Law) 

Comparison  of  Transcription  Speeds,  A,  Anne 
Corcoran,  667 

Conservation  Taught  In  General  Business,  Agnes 
L.  Schmidt,  699 
Consumer  Education, 

Grows  Up,  As,  768 
How  Not  to  Save  Money,  616 
Public  Be  Soothed,  The,  327 
Young  Consumers  Want  to  Know,  14 
Contests, 

B.E.W.  Bookkeeping  Project,  40,  116,  226,  304, 
406,  589,  682;  Winners,  225,  309,  407,  530, 
648,  776,  884 

B.E.W.  International  Bookkeeping,  420,  518, 
521,  090 

B.E.W.  Letter  Writing  Project,  105,  299 
Results,  300,  516 

B.E.W.  Monthly  Bookkeeping,  All  About  the,  508 
Catholic  High  School  Typists  Association,  777 
Criticism  of  Codfish  Farm  Bookkeeping  System, 
117,  317 

International  Comnerclal  Schools,  78,  649 
Should  We  Teach  Business  Ethics?  292 
Student  Teachers  Department,  151,  426 
Teacher-Problem  Contest,  602,  777 
Co-operation  Really  Works  In  Our  High  School, 
Marie  M.  Stewart,  598 

Co-operative  Secretarial  Training,  William  E. 

Haines,  12,  166,  229,  343,  508,  598,  703, 
792,  902 

Co-operative  Training  In  Ten  Easy  Lessons,  Alan 
C.  Lloyd,  792 

Co-operative  Work  Project,  Margaret  E.  Andrews, 
902 

Co-ordination  Between  High  Schools  and  Colleges, 
845 

Counting  House,  The,  Milton  Briggs  and  R.  Robert 
Rosenberg,  115,  216,  302,  404,  494,  506, 
680,  772,  882 

Creating  Interest  in  a  Retailing  Program,  Harold 
W.  Thomas,  138 

Credit  Union,  Are  We  Neglecting  the  Study  of  the, 
254 


D 

Defense  Activities  In  Our  Schools,  609 
Defense  and  the  Schools,  170 

Dictation  Material,  32,  189,  279,  369,  565,  655, 
747,  838,  930 
Distributive  Education, 

Administration,  181 
Definition,  871 

In  Wartime,  Kenneth  B.  Haas,  853 
Personnel  Needs,  41 

Pre-Elnployment  Training,  Federal  Aid  for,  298 
Teaching  Device,  Polly  Jackson,  180 
Teaching  Merchandise  Knowledge,  824 
We  Teach  Retailing  In  a  Laboratory,  318 
Don't  for  Dictating,  Marian  Louise  Wilson,  290 
Downing  the  Bogey,  James  L.  Hursell,  197 

E 

Easy  Letter-Placement  Formula,  An,  Rilllp  S. 

Pepe,  112 

Economic  Geography, 

Geographic  Divisions  of  the  United  States,  201 
Here  Are  Ninety-Two  Cities,  511 
Puzzles,  350,  488,  820 
Thus  We  Moved  Westward,  100 
We,  the  People  of  the  United  States,  44 
What  Made  Our  Nation  Grow,  625 
Editorial,  10,  110,  206,  294,  386,  472,  580,  762, 
852 

Edpress  News  Letter,  913 

Education  and  the  War,  609,  614,  672,  675,  796, 
801,  804,  849,  853,  858,  860,  862,  063, 

869,  909,  913,  920 

Education  In  the  Canadian  Army,  Cpl.  G.  W.  Co¥*an, 
162 

"Efficient  Secretary,  The,"  A  Radio  Script  Any 
*  ‘  School  Can  Use,  Ileen  A.  Waspe,  159 

v;ng:'.lSn, 

From  an  Office  Manual,  498,  633,  837 
Improvement  Aids,  E.  Lillian  Hutchinson,  66, 
182,  277,  452,  558 

Wondering  and  Wandering,  265,  357,  529 
Ethics?  Should  We  Teach  Business,  292 
Contest  Results,  582 

F 

Facts  About  the  B.E.W.  Projects,  254,  347 
Facts  In  a  Nutshell,  145 

Federal  Service  Training,  Earl  P.  Strong,  287 
Financial  Statements,  What  They  Mean,  The  Ameri¬ 
can  institute  of  Accountants,  218 
Format  of  Legal  Documents,  The,  Eva  L.  Connelly, 
3.34,  417 

Fraternities  In  Education,  B.E.W.  Directory  of, 
435,  551,  036,  715,  916 

From  an  Office  Manual,  J.  F.  Rice,  498,  633,  837 
G 

General  Business, 

Conservation  Taught  In,  699 
High  School  Seniors  Should  Study,  321 
Quizzes,  329,  403,  534,  579,  721,  766,  912 
Geographic  Divisions  of  the  United  States,  Doug¬ 
las  C.  Rldgley  and  J.  Sullivan  Gibson,  201 
Geography  (See  Economic  Geography) 

George-Deen  Act,  871 

Getting  Along  With  the  Boss,  Margaret  Parret .and 
F.  W.  Hlbler,  524 

Getting  Radio  Publicity  for  a  Placement  Bureau, 

W.  Robert  Farnsworth,  400 


iv 


Government  Publications,  548,  562,  612,  816 
Gregg  Writer  Plates,  Keys  to,  82,  189,  279,  369, 
565,  655,  747,  838,  930 
Guidance  for  Rural  Youth,  Lloyd  L.  Jones,  394 

H 

Hatch  Act,  Changes  In,  554 

Help  wanted — Civil  Service,  Louis  Llebllng,  909 
Here  Are  Ninety-Two  Cities,  Douglas  C.  Rldgley 
and  J,  Sullivan  Gibson,  511 
High  School  Seniors  Should  Study  General  Busi¬ 
ness,  Stella  M.  Smith,  321 
How  Business  Education  Uses  Radio  In  the  Ithaca 
Schools,  W,  Robert  Farnsworth  and  M. 
Asenath  Van  Buren,  250 
How  Not  to  Save  Money,  P.  0.  Selby,  616 
How  to  Achieve  Variety  In  Mimeographed  School 
Papers,  Dorothy  M.  Johnson,  106 
How  to  Budget  Practice  Time,  James  L.  Mursell, 
573 

How  to  Build  Typing  Skill  Quickly,  Harold  H. 
Smith,  614 

How  to  Mount  Clippings  Quickly,  180 
How  We  Handle  School  FXinds,  A.  J.  Cox,  781 
How  We  Use  the  B.E.W.  Bookkeeping  Projects, 
Sister  M.  Alexius,  118 
How's  Your  Record?  William  A.  Richards,  914 

I 

I  Didn't  Know;  Lee  Benhara  Blanchard,  71,  169, 
274,  362,  443,  638,  725 
Individual  Instruction  In  Typewriting,  Clayton 
H.  Hlnkel,  760 

Individual  Vocational  Planning,  Sidney  and  Mary 
Edlund,  163 

In-Service  Office  Training,  677 
Installment  Buying,  Achievement  Test  In,  778 
International  Conmerclal  Schools  Contest,  78, 
649,  729 

International  Typewriting  Marathon,  Third,  154 
Introducing  the  Installment  Buying  Formula,  J. 
Philip  Bromley,  691 

Is  the  Customer  Always  Right?  Marlon  M.  Lamb, 
515,  623,  713 

J 

Job-Shop  Method  In  Office  Practice,  The, 

Bernhard  Bargen,  17,  131,  245 
John  Harris  High  School  Goes  to  Work,  Sidney  and 
Mary  Edlund,  709 

John  Faithful  Conments,  Clarence  E.  Birch,  359, 
536  ,  730 

Journal  of  the  A.E.R. ,  347 
Journalism, 

Colleges  Publish  Duplicated  Papers,  Too,  388 
How  to  Achieve  Variety  In  Mimeographed  School 
Papers,  106 

School  Paper  Suggestions,  694 
Take  Your  Time  on  Your  School  Paper,  486 
Why  Not  Publish  a  Shorthand  Newspaper?  5 
Junior-Business  Training,  Teaching  Device,  Mary 
Ellen  Melrlng,  831 

K 

Key  for  a  Note,  A,  Frances  L.  Bulla,  637 
Kinesiology  In  Typewriting,  Frank  R  Bcwiaccolta, 
23 

L 

Lamp  of  Experience,  The,  Harriet  P.  Banker,  67, 
179,  262,  447,  549,  642,  731,  830 


Law  Cartoons,  R.  Robert  Rosenberg,  702,  821,  889 
Legal  Documents,  Format  of,  334,  417 
Lesson  on  Notes  Receivable,  A,  Rose  de  Veto,  26 
Lesson-Plan  Cards  for  Skill  Subjects,  Lloyd  H. 
Hayes,  806 

Letter  Costs  60^,  A,  597 
Letter  Placement, 

Again,  Karl  Morrison,  621 
Easy  Formula,  An,  Philip  S.  Pepe,  112 
Problem  Again,  The,  Marjorie  Hunslnger,  911 
Pros  and  Cons  on  Formulas,  351 
Letter  Writing,  Application  Letter  Should  Be  a 
"Best  Seller,"  An,  446 

Let's  Be  Critical  About  Research,  Paul  M.  Turse, 
397 

Library  List  for  the  Commercial  Department,  A 
Basic,  77,  185 

M 

Medal  Test,  Teacher's  Blackboard,  355 
Medical  Secretarial  Course  at  Rochester,  Minne¬ 
sota,  The,  Naomi  Peterson,  148,  242 
Most-Used  Shorthand  Forms,  Six  Thousand,  20,  134, 
259 

Motion  Pictures,  74,  178,  278,  453,  555,  641, 

744,  927 

Must  We  Label  Ourselves  Teachers?  A.  Jane 
Oswald,  592 

N 

N.Y.A,  Business-Education  Courses,  Harry  C.  Eck- 
hoff,  345 

National  Teacher-Examination,  Apropos  of  the 
Criticisms  of  the,  377 

New-Buslness  Idea  for  Private  Schools,  A,  170 
New  Sound  Recordings  for  Business  Education,  137 
New  York  Academy  of  Public  Education  Award,  767 

0 

Objectives  of  Southern  Section  of  the  California 
Business  Educators'  Association,  504 
Office  Practice,  The  Job-Shop  Method  In,  17, 

131,  245 

Office  Supplies  and  Equipment,  72,  174,  268, 

360,  444,  556,  644,  722,  822,  908 
Office  Workers,  Wartime  Needs  for,  920 
On  the  Lookout,  Archibald  Alan  Bowie,  72,  174, 
268,  360,  444,  556,  644,  722,  822,  906 
Order  of  Business  Efficiency,  The,  330,  434,  554, 
684,  809 

Our  Course  In  Shorthand  Methods,  James  M.  Thomp¬ 
son,  231 

Our  Pupils  Run  a  Bank,  Winifred  Templeton,  315 
Our  Students  Develop  Personality  Through  Self- 
Criticism,  Beulah  H.  Burrell,  823 
Our  Transcription  Class  Teaches  Elnployablllty, 
Eleanor  Sklmln,  381 

Overcoming  the  Evils  of  Class  Instruction,  Harry 
M.  Oakley,  391 

P 

Paging  Dr.  I.  Q. !  104 

Pamphlet  Materials,  835 

Per-slam-allty — A  Group  Project  In  Personality 
Improvement,  K.  Ezra  Bucher,  212 
Personality, 

Per-slam-allty — A  Group  Project  In  Person¬ 
ality  Improvement,  212 
Self-Test  for  Students,  745 
Test  and  Self-Reliance  Group  at  Thcoas  Jef¬ 
ferson  High  School,  Council  Bluffs,  517 


V 


Personality  (Continued) 

Through  Self-Criticism,  823 
Placement, 

At  John  Harris  High  School,  709 
Data  Sheet,  914 

Individual  Vocational  Planning,  163 
Personal-data  booklet,  731 
Survey  Project,  A,  0.  L.  Aplln,  437 
That  First  Job  Interview,  813 
Wondering  and  Wandering,  53,  442,  720 
Plan  for  Student-Teacher  Training,  C.  E.  Cook, 
Elizabeth  M.  Fake,  William  R.  Foster,  482 
Problem  of  Speed,  The,  James  L.  Mursell,  753 
Prognosis,  Shorthand,  A  Study  of,  696 
Projects,  B.E.W., 

Bookkeeping,  40,  116,  226,  304,  406,  589,  682, 
774 

Letter  Writing, 

Anderson,  C.  R.,  299 
Greenaway,  Emily, ^105 

Style  for  typewritten  entry  blank,  317,  777 
Transcription,  38,  146,  248,  348,  430,  532, 
630,  706,  810,  899 
Psychology, 

Acquiring  Consistency  and  Dependability,  1 
Downing  the  Bogey,  197 
How  to  Budget  Practice  Time,  573 
Problem  of  Speed,  753 
Rhythm  of  Learning,  The,  91 
Pros  and  Cons  on  Letter-Placement  Fonnulas,  351 
Public  Be  Soothed,  The,  327 
Public  Relations  for  Business  Teachers,  879 
Pupils  Solve  Their  Own  Letter  Problems,  Erold  B. 
Beach,  69 


As  a  Teaching  Device,  Theodore  Stembach,  550 
On  Latln-Amerlcan  Place  Names,  W.  0.  Blan¬ 
chard,  488 

Quizzes,  329,  350,  403,  488,  534,  579,  721,  766, 
820,  912 

R 

Radio  In  Commercial  Education,  49,  159,  250,  400, 
524,  768 

Rate  Instructors,  Should  Students,  663 
Recordings,  Use  for  Business  Teaching,  474 
Research, 

Let's  Be  Critical  About,  397 
Studies  ^  Business  Education.  434 
Wondering  and  Wandering,  719 
Retailing  (See  also  Distributive  Education), 
Creating  Interest  In  a  Program,  138 
Rhythm  of  Learning,  The,  James  L.  Mursell,  91 
Rowe,  H.  M. ,  Company,  Anniversary  of,  57 

S 

School  Activities  for  Victory,  675,  796 
School  Journalism  (See  Journalism) 

School  Paper  Suggestions,  Dorothy  M.  Johnson,  694 
Secretarial  Subjects,  Collegiate  Credit  for,  854 
Secretarial  Training, 

Accelerating  for  Victory,  801 
Co-operative,  12,  166,  229,  343.  506,  598, 

703,  792,  902 

I  Didn't  Know;  71,  169,  274,  362,  443,  638, 
725 

In  the  Army,  804 

Medical  Course,  148,  242 

What  Should  a  Young  Man  Study?  337 


Self-Test  for  Students,  A,  Anna  Bunker,  744 

Selling  Businessmen  Our  Graduates,  Margaret 
Forcht,  768 

Senior  B.E.W.  Project  In  Letter  Writing,  A,  C.  R. 
Anderson,  299 

Shorthand  (See  also  Transcription), 

And  Typing  for  Personal  Use,  Marks  Llfton,  639 
Combined  with  Longhand  for  Personal  Use, 
Ernestine  C.  Donaldson,  477 
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